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Step 1:  Select Create an Application under Permits and Contractors 

Step 2:  Agree to the terms and conditions
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Step 3:  Select your company license number from the drop down list. 

     If you do not have a license number this screen will be bypassed. 

 

 
 

Step 4:  Select Structural as the permit type and choose Multi-family or 

Non-Residential 

 

 
 

Step 5:  Select your individual agent license number 

  Note: This is for license general contractors only 
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Step 6:  Enter the plan contact information. 

Note:  If you are submitting as the plan contact you can use 

the Select from Account button to copy your previously 

entered contact information. 

 

 

 

Step 7:  Enter the address information and click Must Click Here to Search.  

     Click Continue to advance to the next page. 

  Note: Owner phone number is a required field  
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Step 8:  Enter a brief description of the work associated with the permit.   

     Also, indicate whether you are requesting an Accelerated  

     Review. 

 

 

 

Step 9:  Select the permit type.  If you are unsure, a definition of the permit 

     of the permit types will appear once selected. 

 

  

 

Step 10:  Fill in the other applicable information.  Depending on the permit     

       Type certain field may be required. 
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Step 11:  Select the criteria you would like reviewed as part of the permit. 

       Please do not select criteria slated for a future submittal.  Click 

       continue to advance to the next page. 
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Step 12:  Review the information you entered previously.  If you want to 

edit any of the information you supplied earlier, click the Edit button next 

the individual section.  Once you are ready to submit, scroll to the bottom 

of the pageto check the certification box and click Continue Application. 
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Step 13:  Click the Checkout button to pay fees   

 

 

 

 

 

Step 14:  You will be redirected to the City’s payment processing vendor 

to enter your payment information. 

 

Step 15:  Once payment have been received, you will be directed back 

to the City’s permits and cases portal.  A confirmation message will display 

on the portal with you permit number. 


